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Cmfigurmg 
your Startup 
sequence 

When you start Windows 95’ 
you can set it up so that some 
programs start automatically 
^ (such as Mail or Schedule +). 

You can also make sure that 
^ other programs are easily 

accessible by placing them in 
^ the Start menu. 

n On this page there is a hint 

to help you start programs 
automatically when Windows 
96 starts. 

On page 8 you wiU find a 
^ hint that explains how to add 

^ program shortcuts to the Start 

menu. 

STARTING PROGRAMS 
AUTOMATICALLY 

When Windows 95 starts, it 
looks in your Windows 95 
directory for a folder called 
Startup which in turn is in 
Programs which is in the Start 
Menu folder. Therefore the path 
to this folder is (assuming that 
the Windows 96 folder is called 
Wmdows): 

C:\Windows\Start Menu\Prograins\Startup 

You can place a shortcut to 
any program in this folder if 
you want it to be run auto¬ 
matically whenever you start 
Wmdows 95. 

1 Start the Explorer by right- 


clicking on the Stdrt button and 
choosing Explore from the pop¬ 
up menu. 

2 Scroll until you find the Win¬ 
dows folder, then open it by 
clicking on the small -t- sign. 

3 Open the Start Menu folder and 
the Programs folder 



hi the program folder you 
can see the Startup folder. 

4 Now click back on the Windows 
folder and scroll down through 
the files displayed in the right 
pane until you see Calc.exe (or 
any other program that you 
want to start automatically). 

6 Using the right mouse button, 
drag the file to the Startup 
folder. 

When you let go, a pop-up 
menu appears asking if you 
want to move or copy the file or 
create a shortcut 

6 Choose Create Shortcut(s) Here. 

7 Close down Windows 95 and 


Notice that the Calculator 
program runs automatically. 

If you don’t want this, 
simply delete the shortcut from 
the Startup folder. 


Order your copy of Communique PowerBase CD-ROM 
U tin and get 12 months of Tips & Techniques along.with 

S O CJICCIL LI IJ product reviews, demos, member benefits, technical 

^ " solutions, MSN links, product support and service 

Communique PowerBase CD-ROM provider details. Just call 1 SOO 257 253 or in 

Sydney (02) 870 2111 to secure your copy. 
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Putting Access 95’s 


Omss-r^emicmg 
in Ward 95 

Word makes it easy to include 
a cross-reference to a page 
number in a document. 

Tb cross-reference to a 
specific part of a page, put a 
bookmark at the place you 
want to cross-reference to, 
then use the Insert Cross- 
reference command to cross- 
reference to the bookmark. 

Similarly, to set up a cross- 
reference to the page number 
where a heading, footnote or 
other item appears, go to the 
Insert menu and choose Cross- 
reference. This dialog box ap¬ 
pears showing all the options: 



If your document is organ¬ 
ised into different chapters you 
can set up your page num¬ 
bering to include the chapter 
number. In that case your 
cross-references (and your 
table of contents and index) 
will automatically include 
chapter numbers before page 
numbers. 

You need to ensure that the 
heading at the start of each 
chapter is formatted to include 
a number. From the Format 
menu choose Heading Num¬ 
bering, then select your pre¬ 
ferred option for the heading 
style you are using at the start 
of each chapter. 

When you add page num¬ 
bers to your document’s head¬ 
er or footer using the Insert 
Page Numbers command, click 
on the Format button, and 
then, in the Format dialog, 
click on Include Chapter 
Number. Now when you enter 
cross-references to a page 
number the chapter number 
will be included automatically. 


Access 7 for Wmdows 95 has a 
new custom control that was 
previously only available in the 
Access 2 Developers Kit. It is 
the Custom Calendar Control 
that allows you to click on a 
calendar and make the date 
appear in a field on a form. You 
can also bind the result to a 
field in a table if required. 

This tutorial will show you 
some techniques for transfer¬ 
ring the date that you dick on 
in the Calendar Control into a 
specifled field. The tutorial has 
been written for Access 96, but 
you can also use the Calendar 
Control supplied with the 
Access 2 Developer’s Kit 

SETTING UP THE 
FORM 

You are going to create a new 
database and then design a 
form that will have a date field 
and a Calendar Control on it 
1 Start Access 7, then fl-om the 
File menu choose New 
Database. 

'The following window 
appears: 



FIGURE I 

2 Choose Blank Database, then 
choose OK. 

3 Enter the name Calendar 


and then choose Create. 

The Calendar database 
window is displayed. 

Normally at this stage you 
would create a table to hold the 
underlying data, but for the 
purposes of this tutorial you will 
be able to explore the Calendar 
Control without creating any 
data 

4 Select the Forms tab and then 
choose New. 

The New Form dialog is 
displayed. 

6 Choose Design View, then 
choose OK. 


The Form window is dis¬ 
played. You can now insert the 
Calendar Control on this form. 



FIGURE 2 


DESIGNING THE FORM 

1 From the Insert menu choose 
Custom Control. 

The Insert OLE Custom 
Controls dialog is displayed and 
Calendar Control will be in the 
list of controls. 

2 Choose Calendar Controls, then 
choose OK 

'The Calendar Control is in¬ 
serted into the form (Figure 3). 

3 If necessary, make the form 
wider by dragging on the edge 
of it. 

4 Choose the Text Box tool in the 
Toolbox and drag to the right of 
the Calendar Control. 

5 Change the caption of the label 
to Leave date 

6 Right-cUck on the Text Box. 

7 Choose lYoperties. 
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8 Change the Name to Date, then 
close the Properties dialog. 

ACCESSING THE 
CALENDAR CONTROL 

You are now going to transfer 
the date that you click on in the 
Calendar Control to the field 
that you have just created. First 
you need to set some more 
properties. 

1 Right-click on the Calendar 
Control, choose Properties, then 
change the Name to 
Calendar. 

2 Close the Properties dialog. 

3 Right-click on the Ttext Box, 
choose Properties, and then 
enter the following in the 
Control Source: 

=Calendar.Value 

4 Close the Properties dialog and 
you will see = [Calendar].[Value] 
displayed in the Text Box. 

6 FYom the View menu choose 
Form. 

You are now ready to test 


the form. At this stage a date 
should be displayed in the field. 
It should be the date that is 
selected on the Calendar 
Control. 

6 Click on another date on the 
Calendar Control. 

Notice that the date in the 
field does not change! This is 
because you have not told 
Access how or when you want 
to update the field. 

7 Click in the text box. 

Notice that the new date is 
now displayed. 

UPDATING FROM THE 
CALENDAR CONTROL 

You are now going to use the 
Calendar Control to update the 
field rather than using the field 
to specify the Control Source. 

1 Prom the View menu choose 
Form Design. 

2 Right-click on the Text Box, 
choose FYoperties and delete 
the text from the Control 


3 Close the Properties sheet. 

4 Right-click on the Calendar 
Control and choose lYoperties. 

6 Make sure that the AH tab is 
selected, then scroU down until 
you find On Updated. 

6 Click in this field and then click 
on the Build button (it is the 
one with three dots on it). 

The Choose Builder dialog 
is di^layed. 

7 Choose Code Builder from the 
list, then choose OK 

A module form is displayed 
and the cursor is on a blank Une 
ready for you to type some 
code. 

8 fype the following command: 
Me!Date=Calendar.Value 

Because you have associ¬ 
ated this command with the On 
Updated event, every time you 
cUck on the Calendar Control 
the value that you click on will 
be transferred to the Date field 
on the current form. 

The Me property refers to 
the form where the code is 
running, so it wiU look for a 
field called Date on the current 
form. 

9 Close the module form, then 
close the lYoperties dialog. 

10 From the View menu choose 
Form. 

11 Test the procedure by clicking 
on the Calendar Control 

Every time you click on a 
date the new value appears 
immediately in the field. 

CONCLUSION 

This works well if you only 
want to transfer the date to one 
field. If, however, you have two 
date fields on the one form, you 
have to adopt a more sophisti¬ 
cated approach, which we will 
show you in a future issue of 
Tips & Techniques. 
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Publisher 95- 

One new feature in P*ublisher 95 
is the ability to set your publica¬ 
tion up for printing on a target 
or ‘outside’ printer but to use 
your own printer for proofing. 

For example, the final out¬ 
put for your publication may be 
destined for an Imagesetter with 
output at 1200 dots per inch (dpi). 

Tipically, you would use a com¬ 
mercial printing firm to do that. 

Or you may intend to produce 
final output on a fuU-color printer. 

Before you print the final 
document, you want to be able 
to print proofe on your own 
printer, but you don’t want to 
have to switch from one printer 
driver to another. Apart from the 
inconvenience, when you switch 
printer drivers, the layout of a 
publication may change slightly. 

So your proof print may not 
show exactly what you’re going 
to get in the final version. 

In Publisher 95, if you set up 
yoirr publication for printing on 
an outside printer, you can 
choose a different printer as the 
proof printer. Publisher will 
print on the proof printer on the 
basis of how the printing wUl 
look on the outside printer. 

Publisher 95 also supports 
spot color printing. Spot colors 
are used to highlight sections of 
a mainly black-and-white docu¬ 
ment. (For example, you might 
print the headings, borders or 
shaded boxes in a spot color.) 

You can nominate up to two 
spot colors as well as black. 

You can then have color 
separations printed, usually on 
high-resolution imagesetters, 
with one separation for each 
color used in the publication. A 
printing firm uses these separa¬ 
tions to make plates for printing. 

This tutorial explains how 
to set up a publication for spot 
color printing on an outside 
printer and how to print color 
separations on your proof printer. 
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Outside printmg and spot color 


PREPARING THE 
PUBLICATION 

Your publication, a flyer, is going 
to be based on the Brochirre 
Page \\izard. 

1 From the File menu, choose 
Create New Publication. 

2 Make sure the PageWi2ard tab is 
visible, then select Brochure 
and choose OK. 

3 Follow through the Wtzard 
steps, choosing the following 
options and remembering to 

. choose Next after you select 
each option: 

Modem 
Side Fold 

Yes (to the option of having a 
picture on the front) 

Some text, some pictures 
Mail 

4 Choose Next again, then choose 
Create It! 

The PageWizard will now 
create the publication. 

5 At the final screen, choose OK 
to have step-by-step Help 
available. 

You should now be looking 
at page 1 of the flyer. 

Now you are ready to set up 
the publication for outside 
printing. 

SETTING UP FOR 
OUTSIDE PRINTING 

PiibUsher has its own printer 
drivers for outside printing, 
which may already be installed. 
We’ll use one of Publisher’s 
outside printer drivers in the 
tutorial. If they’re not already 
installed, at some stage you’ll 
need your Wmdows 95 CD or 
disks to copy some files to your 
computer. 

1 From the File menu, choose 
Outside Print Setup. 

(If it is the first time you’ve 
used this option you’ll see a 
dialog box which gives you the 
chance to have a quick overview 
of outside printing. You can 
click on tire Quick Overview 


button and then scroU through 
the overview screens. When 
you’ve finished. Choose File, 
then Outside Print Setup again.) 


You’ll see this dialog box: 



FIGURE I 


2 Choose Spot Color(s). 

'The dialog box changes to 
include Select Spot Color(s) 
and you can now choose yoirr 
two spot colors: 



FIGURE 2 

3 Click on the down-arrow next 
to Spot color 1, then choose a 
color (or use the color selected 
by default). 

4 Click on the check box next to 
Spot color 2. 

(If Help is turned on, you’ll 
see advice that it may not be 
economical to use two colors!) 

5 Choose a second color. 

Any colors that you use in 
the publication other than these 
will be printed in black or 
shades of grey. 





















6 Choose Next 

You now have to choose the 
outside printer type. 

7 Choose Use Publisher’s Outside 
Printer Driver (which in this 
case will be MS Publisher 
Imagesetter), then choose Next. 

(At this stage you may be 
asked to install the printer 
driver. If you are asked, you’ll 
need your Windows 96 disks.) 

You now have to choose the 
print setup options. You would 
normally leave both of these 
options selected. For more 
information about what each 
one means, click on the Help 
button and then click on the 
option. You’ll see a brief descrip¬ 
tion of each feature. 

3 Choose Done. 

You’re asked if you want to 
update embedded objects. 

9 Choose No. 

10 Click on the File menu. 

There is now an option 
called Print Proof It allows you 
to print to your own printer but 
on the basis of the settings for 
the outside printer. 

WORKING WITH SPOT 
COLORS 

As an experiment, we’ll add the 
spot colors to elements of the 
publication and then print color 
separations on the proof printer. 

The publication should be 
open on page 1. 

1 Click in the heading text area at 
the top of the page and type a 
heading. (The ‘placeholder’ text 
that was there disappears.) 

2 Highlight the text you just typed. 

3 From the Format menu choose 
Character. 

4 Click on the arrow next to the 
Color box. 

You’ll see a list of coiors. 
Notice that only black and 
various shadings of the two 
selected colors are displayed. 

6 Choose the first spot color from 
the Recent Colors list. 

6 Choose OK. 

7 With the insertion point stOl in 
the text you’ve just typed, from 


the Format menu choose Fill 
Patterns and Shading. 

8 In Style, choose Tints/Shades. 

9 In Color, choose the other spot 
color. 

10 Select a tint level from the 


Styles fist. 

In this example we’ve 
selected a 10% tint: 



FIGURE 3 


11 Choose OK. 


12 Now click on the line that’s just 
above the text you just typed. 

You should have a grouped 
object selected. 

13 Click on the Ungroup Objects 
icon. 

14 Now click on the line again. 

You’ll see the Ungroup 
Objects icon again. 

15 Click on the Ungroup Objects 


ao 


icon. 

The line and the dots which 
follow it are separate objects. 


17 Now, right-click on the fine, 
then from the menu that ap¬ 
pears choose Line Properties. 

18 In line Color, choose the other 
spot color, then choose OK. 

19 If necessary, scroll across the 
page until you can see aU the 
dots. 

20 Select aU the dots. (One way is 
to click and drag to draw a sel¬ 
ection box around the dots, 
making sure you don’t enclose 
any other object as you drag.) 

21 From the Format menu, choose 
Fill Patterns and Shading. 

22 In Color, choose the first spot 


color, then choose OK 

23 Now, type some text in the 
bottom main heading area and 
make sure that the insertion 
point is still in the text area 

24 From the Format menu, choose 
Patterns and Shading. 

25 Choose Gradients. 

You can now mix together 
two colors or tints to create a 
gradient effect. You get the best 
results by choosing a color and 
a tint of the color, or a color and 
white. If you try to mix your two 
spot colors, you wUl produce 
something that is difficult to 
print. 

26 For Base Color, choose your 
first spot color. Then, choose a 
10% tint of the same color for 
Color 2. Choose OK 

27 If you like, experiment with 
changing the colors of some of 
the other objects on the page. 
For example, you can recolor 
the graphic element so that 
instead of being black it’s one of 
the two spot colors, or a tint. 

28 Save your publication. 

PROOF PRINTING 
COLOR SEPARATIONS 

Now you can do a proof print to 
check the color separations. 

1 From the File menu, choose 
Print Proof 

2 Choose Print Color Separations. 

3 In Pages, choose from 1 to 1 so 
that you print only page 1. 

4 Choose OK 

Your color separations will 
now be printed. Publisher will 
print three pages: one for black, 
one for the first spot color and 
one for the second spot color. 

By doing a proof print of 
your page separations, you’re 
fikely to pick up problems be¬ 
fore the publication goes to the 
outside printer. This not only 
saves time but also money. 

You’ll find a lot more 
information in the Publisher 
Help. Publisher’s documentation 
also has good advice about 
working with color. 
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Quick hints for Office 95 


SELECTING IN 
MICROSOFT 
ORGANIZATION 
CHART 

Two extremely useful keyboard 
shortcuts for selecting boxes in 
Microsoft Organization Chart 
are Ctrl + b and ctrl + g. 

In the diagram below, if you 
select box 3, pressing ctrl + b 
will also select boxes 8, 9,10, 

14,15. If you select box 2, 
pressing Ctrl + g wUl also 
select boxes 3 and 4. 



If you want to experiment 
with Microsoft Organization 
Chart, choose the Insert Object 
command from any Office 
application. Provided Microsoft 
Organization Chart has been 
installed, you will be able to 
embed an organization chart 
into the document where you 
are working. 

Note that Microsoft 

Organization Chart is installed 1 

with Microsoft Ofiice 4.2 or 
later, or with Microsoft 
PowerPoint 4.0 or later. 

2 

EXCEL 5 & 95 - 

CHECKING A RANGE 3 

FOR BLANK OR NON¬ 
BLANK CELLS 

Two very useful functions that 

were introduced in Excel 6 and 

are available in Excel 96 are 4 

COUNTBLANK and COUNTIE 


TheCOUNTBLANK 
function returns the number of 
blank cells in the specified 
range. You can use this to alert 
you if a particular range 
contains blank cells. 

The COUNTIF function 
allows you to count the number 
of non-blank cells in a range 
which satisfy a condition. 

To test these functions enter 
the data shown in Figure 2: 

23 23 45 24 

34 12 37 

11 56 

17 14 73 15 

FIGURE 2 

Now in FI and F2 enter the 
following formulas: 
=COUNTBLANK(A1:D4) 
=COUNTIF(A1:D4,">3 0") 

You should now see the 
value 3 in FI because there are 
three blank ceUs and the value 5 
in F2 because there are five cells 
with values greater than 30. 

EXCEL 5 & 95 - USING 
THE ‘GO TO’ COMMAND 
FOR RECONCILIATIONS 

If you are trying to reconcile 
columns of figures, there is a 
very simple and effective tool 
that you can use in Excel 5 and 
95 to make your task easier. 
Make sure you have the figures 
that you want to compare in two 
rows or columns in your 
spreadsheet. 

Either press the F6 key, or fiom 
the Edit menu choose Go To. 
When the Go To dialog box is 
displayed, click on the Special 
button. 

The Go To Special dialog 
box is displayed (Figure 3). 
Choose either the Row 
Differences option or the 


Column Differences option, 
then choose OK 

If your data is in columns, 
each row in which there is a 
difference between the two 
columns will be highlighted. 


WORD 6 & 95 - UNDOING 

AUTOCORRECT 

CHANGES 

Microsoft Office’s AutoCorrect 
feature is very powerful, but 
sometimes it can produce 
imexpected results! 

For example, what if you 
really do want to type (c) but it 
keeps being replaced by ©, or 
(r) keeps being replaced by ®? 

'The trick is to hold down 
the CTRL key and press z to undo 
the change. The text will now 
stay as (c) or (r). 

If you type something like 
this often, it is best to remove 
the AutoCorrect entry entirely. 
To do this, choose AutoCorrect 
from the Tools menu, select the 
entry you want to remove, then 
choose Delete, then choose OK. 


POWERPOINT 95- 
CREATING HANDOUTS 
USING WORD FOR 
WINDOWS 

A great new feature of Power¬ 
Point 95 is the ability to create 
Handouts and Notes pages in 
Word. 

PowerPoint has limits to the 
type of formatting that you can 




















apply to the layout. Once you 
have exported the text to Word, 
you can apply as much extra 
formatting as you need. 

After you have created your 
slides, you need to export them 
to Word. To do that, follow 
these steps. 

1 Close any Word documents, 
then open your presentation in 
PowerPoint 


2 From the Tools menu choose 
Write-up. 

The Write-up dialog box is 
displayed; 



You are then given the op¬ 
portunity to select the style of 
handout that you want to 
prepare. 

3 Choose one ofthe options from 
the Page Layout in Microsoft 
Word group. 

4 If you would like your Word 
document updated whenever 
you make a change to your 
PowerPoint presentation, 
choose the Paste Link option. 
Otherwise, choose Paste. 

6 Choose OK 

A Word document is 
created and the PowerPoint 
slides are displayed in the 
layout you have chosen. 

If you choose Paste Link, 
the slides in your Word 
document are updated every 
time you select the document 
and press f, or whenever you 
open the document. 

If you choose either of the 
first two options (Notes Next to 
Slides or Blank Lines Next to 


Slides), Word creates a three- 
column table. If you find that 
the lines are too close together, 
simply change the definition of 
the Normal style. 

To do that, follow these 
steps: 

1 From the Format menu choose 
Style. 

2 In the Styles list choose Normal, 
then choose Modify. 

3 From the Format drop-down list 
choose Paragraph. 

4 Select the Indents and Spacing 
tab and set the Line Spacing At 
value to, say, 18 pt. 

6 Choose OK twice, then choose 
Close. 

The lines should now be 
further apart. If you need more 
or less space, keep adjusting the 
Line Spacing At field in the Style 
definition until you are happy 
with the result. 

For more information on 
this topic, refer to the recently 
released Running Microsoft 
PowerPointfor Windows 95 
published by Microsoft Press. 


in yellow: 
[Blue];[Red];[Yellow] 

If you add extra conditions, 
you can have up to three special 
‘conditional’ formats. 

Cany out the following 
steps to see how it is done. 

1 Highlight the range to which 
you want to apply the format¬ 
ting, then from the Format 
menu choose Cells. 

2 Choose the Number tab and 
select Custom in the Category 
list: 



3 hi the fype field, enter the 
following format code: 

[Blue][>80];[Green][>=50];[Red] 


EXCEL 95 - 

CONDITIONAL 

FORMATTING 

In some spreadsheets it is 
useful to have numbers that fall 
in certain ranges displayed in a 
particular color or in bold or 
italic. It is easy to, say, display 
negative numbers in red by 
using a built-in format. But what 
if you are a teacher and want to 
display all student marks above 
80 in blue, firom 60 to 80 in 
green and below 60 in red? 

Well, there is special 
number format that you can use 
to achieve this. You need to set 
up a custom format, however. 

Remember that a number 
format has three sections. You 
need to describe the format for 
a number when it is positive, 
when it is negative and when it 
is zero. The following example 
will display positive numbers in 
blue, negative numbers in red 


Now when you enter 
numbers into this range they 
win be formatted according to 
the rules you have applied. 

Note that if you choose 
Format Cells again and then 
click on Custom, the custom 
format you designed will look 
like this: 

[Blue][>80]General;[Green][>=50]General; 

[Red]General 

The word ‘General’ that has 
appeared indicates that the 
number will be formatted with 
the General format style. (Cells 
formatted with the General 
format wUl display numbers 
exactly as you type them, 
except that leading zeros and 
trailing zeros after the decimal 
point are ignored.) 

Note that you can only have two 
conditional statements in your 
format. 
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Adding program shortcuts to the Start Menu 


If you have an application or 
folder that you open regularly, 
or a document that you use 
regularly, you can add it to the 
Start menu. 

Unlike applications (or 
shortcuts to them) in the 
Startup folder, applications on 
the Start menu don’t start 
automatically when you start 
Windows 96. By adding some¬ 
thing to the Start menu, you are 
just making it more accessible. 

ADDING THE 
SHORTCUT 

There are many ways to add 
something to the Start menu. 
Here’s one method: 

1 Make sure that the Task Bar is 
visible. 

2 Open the Elxplorer (for example, 
right-click on the Start menu and 
then choose Explore). 

3 Locate the application or folder 
that you want to appear in the 
Start menu. 

For example, you may 
decide to put a shortcut to the 
Calculator in the Start menu. 
The name of the calculator 
application is calc.exe or calc. 
You win find it in the folder 
where Windows 96 is installed 
(usually C:\Wmdows.) (Whether 
the .exe appears depends on 
whether you have cleared the 
Hide MS-DOS extensions check 
box or not If you’re interested, 
you can verify this by choosing 
View and then Options, and 
looking on the View tab.) 

4 Click on calc.exe or calc and, 
with the mouse button held 
down, drag the file over the 
Start button on the Task Bar. 

5 Now click on the Start button. 

Notice that calc.exe appears 
in the Start menu and can be 
selected. 

CHANGING THE 
SHORTCUT NAME 

To change the name to 
something more user-friendly. 


try this simple method: 

1 Right-click on the Task Bar. 

2 Choose Properties. 

3 Choose the Start Menu 
Programs tab. 

The dialog box you see 
should look like this: 



4 Choose Advanced. 

'The Explorer opens at the 
Start folder. This is the folder 
where a shortcut is created 
whenever you right-drag an icon 
onto the Start menu. 


The pathname you see may 
be slightly different It is normal¬ 
ly C:Wmdows\Start Menu. 

6 You can now rename the short¬ 
cut, either by clicking once on 
the name and then editing it, or 
by right-clicking on it and 
choosing Rename. 

6 Click on the Close button on the 
title bar to close the Explorer, 
then choose OK to close the 
Properties box. 

7 Check the name that now 
appears on the Start menu. 

To delete a shortcut from 
the Start menu, follow steps 1 to 
4 to display the Explorer. Then 
click on the item you want to 
delete. Press delete to move it 
to the Recycle Bin or shift -i- 
DELETE to delete it permanently. 
Then follow steps 6 and 7. 
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